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Recognizing the invaluable influence of 
woman’s life in all she touches, we resolve to 
inject into our business association the highest 
ideals for which The National Secretaries Asso- 
ciation stands; to lend grace, charm, and sobriety 
to all our dealings, and to maintain poise and 
dignity under all conditions and circumstances. 


We resolve to further the interest of whatever 
business we follow, to exemplify loyalty and con- 
scientiousness, and to exercise patience at all times; 


To keep our lives clean and wholesome, that 
our very presence may bring life and light to 
those about us; 


To encourage ambition, lend hope, and nourish 
faith, remembering that the eternal laws of God 
are the only ones under which we can truly 
succeed. 


(Adopted at Houston Convention, 1951) 








The emblem of NSA is significant of its aims and 
purposes. Emblazoned across the face of the emblem is 
the classic lamp of learning, its rays lighting the world; 
the world signifying that the field is unlimited for our 
profession; and stamped boldly on this emblem are the 
letters B-L which stand for Better Learning, Better 
Letters, Better Living. 

















is the new IBM Electric 


Excitingly new on the outside, with its smart new Sculptured Look—dramatically new on the inside, with its 28 engineering 
achievements—this is the new IBM Electric! You'll be delighted with the alive, eager response of the individually adjustable 


keyboard. And your boss will be proud of the crisp, distinguished look of his letters. In styling, in productivity, in perform- 


ance, this—is the most beautiful, most efficient typewriter ever made! aa | a Wie 
® 
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Do a better job faster...with 









the business-minded ROYAL ELECTRIC 
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WONDERFULLY FAST! Mountains of work shrink to molehills 
when you flip that magic Royal Electric switch. Purrr .. . feather- 
4 light touch... split-second response ...no more after-hours 
6 “catch up”’ chores. 
4 
5 BLISSFULLY SIMPLE! Relax. Your Royal Electric banishes 
typing strain. Exclusive Magic® Margin sets margins automa- 
tically. New instant-changing Twin-Pak® ribbon slips in without 
7 l fuss or soiled fingers. Marvelous! 
oe BLESSEDLY ACCURATE! You get matchless reproduction and 
perfect alignment. Every word stands out crisp and sharp. 
GET-AHEAD GAL? Get yourself a new Royal Electric. Remind | 
your boss how much old typewriters are worth in trade...then ™ z Sodies ail th tread 
: * ow guaranteed for a full year, there are already more 
) call your Royal Representative for a demonstration. Royal Typewriters in office use than any other make. 


the business-minded ROYAL electric 


%* GRAPHIC ELITE, one of 74 Royal type styles. Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 








Miss Clare H. Jennings 


@ The dictionary defines attitude as 
“position or bearing as indicating 
action, feeling or mood.” As _ pro- 
fessional women, our attitudes are 
reflected upon the world, in our 
homes, communities and in our jobs. 
In many cases our attitudes are re- 
garded as being synonymous with 
the attitudes of both our employers 
and our Association. It behooves 
each of us, therefore, to make every 
effort to represent professional com- 
petence on all occasions. 

The history of the National Secre- 
taries Association (International) 
clearly shows that from its inception 
its members were keenly aware they 
should strive to take positive atti- 
tudes if they were to achieve their 
purpose. The growth and rapid ex- 
pansion of the Association was made 
possible by the determination to 
shun complacency and to keep alert 
and vigorous. On the occasion of 
Secretaries Week it might be appro- 
priate to reconsider our attitudes 
with regard to the future growth of 
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Your International 
Board of Directors 


Mrs. Winifred Hillyer 
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Mrs. Elizabeth Roper 


Adding Color to the “Rainbow 
thiough out Attitudes 


our Association. Our membership is 
open to all business women meeting 
the membership requirements; our 
highly coveted Certified Professional 
Secretary rating is available to all 
qualified persons wishing to partici- 
pate in and successfully completing 
the examination. 

Secretaries Week is a tribute to all 
secretaries in recognition of the im- 
portant role the first lady of business 
plays in the smooth functioning of 
business, industry, government and 
education. This is the week when 
business management everywhere ex- 
presses appreciation to secretaries 
for their invaluable assistance. Al- 
most every chapter schedules special 
events during this week. There will 
be church services, educational work- 
shops, career days at high schools, 
luncheons and dinners. Many com- 
munities will be asked to pay tribute 
to secretaries. At the same time, in 
our attitudes, let us recognize that 
it is the responsibility of the secre- 
tary to exemplify the highest ideals 





Mrs. Evelyn G. Day 


Miss Carolynne J. Schutz 
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Miss Ethel Ambler 






Mrs. Edna J. Pickard 





for which the National Secretaries 
Association stands. 

Some organizations fail as they 
grow older because they do not rec- 
ognize the importance of supplement- 
ing their rosters with younger mem- 
bers. NSA membership should be 
continually replenished with young 
well educated secretaries who are de- 
termined to build fine careers in the 
secretarial field. You have an oppor- 
tunity and a responsibility to present 
the secretarial field in its most attrac- 
tive light, and to encourage a poten- 
tial secretary to utilize every facility 
at her disposal to the best of her 
ability. Try to convey to her that 
we, who have helped pave the way 
to a better understanding of our pro- 
fessional status, are appreciative of 
her interest, her needs, and are ready 
to welcome and help her. 

April 19-25 is Secretaries Week... 
it is your week. Take advantage of 
this opportunity to add color to your 
rainbow by sharing this week with 
others. 
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ELECTRAMATIC...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone amnama -Keawvel 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 


has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call your Panama-Beaver man, always a live wire! 


' ALWAYS SEND A “TIMESAVER” COURTESY CARBON COPY 


MANIFOLD SUPPLIES CO. 
Brooklyn, New York 











Wi In December the Private Schools 
section of the National Business 
Teachers Association used for its en- 
tire program at its annual meetirig 
the subject of the Certified Profes- 
sional Secretary examination. An 
outstanding Chicago CPS, your cur- 
rent Dean of the Institute, and the 
first Dean of the Institute conducted 
this program. The part of the pro- 
gram presented by Dr. Irene Place, 
“Preparing for the CPS Examina- 
tion,” is abstracted here because she 
so well expressed a desirable point 
of view to have toward the CPS ex- 
amination. Dr. Place was Dean of 
the Institute for Certifying Secre- 
taries in 1951 and 1952 and contin- 
ued as a member through 1955. 


Preparing for the CPS Examination 

The CPS examination is part of 
an over-all educational program be- 
cause, as a secretary studies for it, 
she cannot help but discover new 
horizons since it deals primarily with 
knowledges that are peripheral to 
the work of a secretary. Then, too, 
as she studies to pass the exainina- 
tion (Section 1, Personal Adjust- 
ment and Human Relations; Section 
2, Business Law; Section 3, Business 
Administration; Section 4, Secre- 
tarial Accounting; Section 5, Secre- 
tarial Skills; Section 6, Secretarial 
Procedures) she gets the back-to- 
school habit, a delightful habit of 
one or two night classes each year 
while working. Many certified secre- 
taries have said that earning the CPS 
was just the beginning of learning. 
Preparing for it caused them to real- 
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by George A. Wagoner 
Dean of the Institute for Certifying Secretaries 


ize just what it was they didn’t know 
about business. It whetted their ap- 
petites for further learning. Many 
certified secretaries have, in fact, 
completed college degree programs 
after being certified. 


There are three ways in which a 
potential candidate for the CPS can 
prepare: (1) She can study at home. 
An extensive bibliography is avail- 
able to those who wish to do inde- 
pendent study. (2) She can partici- 
pate in various educational programs 
which are developed by NSA pro- 
grams all over the country. Some of 
these consist merely of members who 
meet as a group at one another’s 
home to study a particular book or 
subject area. (3) She can enroll in 
a regular or special course at a local 
college or university. Special courses 
designed to help one study for the 
CPS do not always carry credit; but 
earning credits is not a major goal, 
at least at the time one is studying 
for the CPS. 


The content of the CPS examina- 
tion is not based upon books alone. 
Some of the preparation for it in- 
volves a sort of introspection and 
analysis of practical experience which 
the candidate has had. An alert seo- 
retarial employee can learn a great 
deal from experience in a good organ- 
ization or as an employee of a dy- 
namic, intelligent, well-educated 
businessman. Every effort has been 
made by the Institute to develop an 
examination program in which secre- 
tarial experience is an aid. In fact, a 
minimum of three years of bona fide 
secretarial experience is required be- 





Certified Professional Secretary 


fore an applicant is eligible to take 
the examination. 


The question is often asked, ““What 
types of courses can a college offer 
for secretaries who are preparing for 
the CPS examination?” Colleges 
generally offer three types: (1) re- 
view or refresher courses, (2): regu- 
lar credit courses, and (3) courses 
that are especially designed for em- 
ployed secretaries and that hit the 
high spots in particular areas of busi- 
ness administration and give the can- 
didates a broad but basic under- 
standing. 


The purpose of general review or 
refresher courses is to help each can- 
didate diagnose her needs for further 
special reading or study. The type 
of course described as Item 3, on the 
other hand, is designed to give depth 
of understanding in one area. Such 
courses do not, of course, constitute 
complete preparation for the exami- 
nation because preparation is an in- 
dividual matter, sometimes depend- 
ing, as has already been pointed out, 
upon previous training and expe- 
rience. In some areas review courses 
are not even realistic since it is futile 
to review material with which one is 
not yet acquainted. Such material is 
likely to involve accounting, prin- 
ciples of organization, scientific man- 
agement, principles of management, 
office management, and business law. 


In conclusion, it is important to 
realize that the educational needs of 
employed secretaries differ. In help- 
ing CPS aspirants prepare for the 


(Continued on Page 19) 
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While you're in Miami, take 


A SHORT TRIP 
ABROAD 
b 


y 
CLIPPER ¢ 


asic. Fabled Caribbean Islands 


offer so much that’s new and different .. . are 
so near... and so easy to visit with Pan Am. 

These islands are rated first in the 
world’s vacation paradises—and first for 
bargain shoppers as well—and the bargains begin 
when you contact Pan Am and see how far just a 
little money can go. For example, here are 3 tours 
planned especially for the N.S. A. convention by 
your Convention Co-ordinator, Marie Starr. 
HAVANA-— 2 days and a night at the glamorous Hilton 
Hotel. $75 includes round-trip first class flights, hotel, 
transfer between airport and hotel, sightseeing. 
NASSAU —2 days and a night at the British Colonial 
Hotel. $70.50 includes round-trip first class flights, 
hotel, transfer between airport and hotel, sightseeing. 
ISLAND HOP-—visiting Puerto Rico, Haiti, 

Jamaica. 8 days and 7 nights. Your hotels, the 

Caribe Hilton in San Juan, The Ibo Lele in Port- 
au-Prince, the Myrtle Bank in Kingston, the Arawak 

in Montego Bay. $266 includes round-trip tourist 
flights, hotel accommodations, transfers, 
sightseeing, most meals. 

Send for free information on these 
special pre- and post-convention tours. 
Now is the time to make your 
reservation! 


*Trade-Mark, Reg. U.S. Pat. Off. 


Pan American World Airways 
Dept. 6, Box 2255, New York 17, N. Y. 


WORLD’S 
MOST EXPERIENCED 
AIRLINE 


I am particularly interested in tours 
to (1) Havana [J Nassau (J Caribbean 


Name 





Address 





City 











These Members of the 


OFFICE EQUIPMENT MANUFACTURERS INSTITUTE 
Are Co-Sponsors of Secretaries Week With NSA 


Acme Visible Records, Inc. 
Crozet, Virginia 


Addressograph-Multigraph Corporation 
1200 Babbitt Road 
Cleveland 17, Ohio 
Subsidiaries 


Vari-Typer Corporation 


720 Frelinghuysen Avenue 
Newark 12, New Jersey 


Buckeye Ribbon & Carbon Co. 
7209 St. Clair Avenue 
Cleveland 3, Ohio 


R. C. Allen Business Machines, Inc. 


678 Front Avenue, NW 
Grand Rapids 4, Michigan 


American Photocopy Equipment 
Company 
1920 West Peterson Avenue 
Chicago 26, Illinois 


Art Metal Construction Company 
Jamestown, New York 


Browne-Morse Company 
Muskeogon, Michigan 


Charles Bruning Company, Inc. 
1800 West Central Road 
Mt. Prospect, Illinois 


Burroughs Corporation 
Detroit 32, Michigan 


Charleston Chair Company 


Stark Industrial Park 
Charleston, South Carolina 


Clary Corporation 
408 Junipero Street 
San Gabriel, California 


Columbia Ribbon & Carbon Mfg. Co. Inc. 


Glen Cove, New York 


Columbia Steel Equipment Company 
Fort Washington, Pennsylvania 


Commercial Controls Corporation 
(See Friden, Inc.) 


Comptometer Corporation 
1735 North Paulina Street 
Chicago 22, Illinois 


Corry-Jamestown Mfg. Corp. 
Corry, Pennsylvania 

c ins-Chicago Corp. 

4740 N. Ravenswood Avenue 

Chicago 40, Illinois 


Davidson Corporation 


29 Ryerson Street 
Brooklyn 5, New York 
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A. B. Dick Company 
5700 West Touhy Avenue 
Chicago 31, Illinois 


Dictaphone Corporation 


520 Lexington Avenue 
New York 17, New York 


Diebold, Incorporated 
Canton 2, Ohio 


Ditto, Incorporated 


6800 North McCormick Road 
Chicago 45, Illinois 


Voicewriter Division 


Thomas A. Edison Industries of 
McGraw-Edison Company 


51 Lakeside Avenue 
West Orange, New Jersey 


Friden, Inc. 
San Leandro, California 


General Fireproofing Company, The 
Youngstown 1, Ohio 


Globe-Wernicke Co., The 


Carthage Avenue—Norwood 
Cincinnati 12, Ohio 


Gray Manufacturing Company, The 
Hartford 1, Connecticut 


Haloid Xerox, Inc. 
Rochester 3, New York 


Hamilton Manufacturing Corporation 
Columbus, Indiana j 


Harter Corporation 
Sturgis, Michigan 


International Business Machines 
Corporation 


590 Madison Avenue 
New York 22, New York 


Invincible Metal Furniture Company 
Manitowac, Wisconsin 


LeFebure Corporation 
Cedar Rapids, lowa 


Marchant Calculators, Inc. 
Oakland 8, California 


Monroe Calculating Machine Company, 
Inc. 
Orange, New Jersey 


Moore Business Forms, Inc. 


900 Buffalo Avenue 
Niagara Falls, New York 


National Cash Register Company, The 
Dayton 9, Ohio 


Old Town Corporation 


345 Madison Avenue 
New York 17, New York 


Pitney-Bowes, Inc. 
Stamford, Connecticut 


Recordak Corporation 
(Subsidiary of Eastman Kodak 
Company) 

415 Madison Avenue 
New York 17, New York 


Remington Rand Division of 
Sperry Rand Corporation 


315 Fourth Avenue 
New York 10, New York 


Royal McBee Corporation 


Westchester Avenue 
Port Chester, New York 


Security Steel Equipment Corp. 
Avenel, New Jersey 


Shaw Walker Company, The 
Chrysler Building 
42nd Street & Lexington Avenue 
New York 17, New York 


Smith-Corona Marchant, Inc. 


701 East Washington St. 
Syracuse 1, New York 


Standard Duplicating Machines Corp. 
Everett 49, Massachusetts 


Standard Register Company, The 
Dayton 1, Ohio 


Steelcase, Inc. 
Grand Rapids, Michigan 


Stromberg Time Corporation 


135 South Main St. 
Thomaston, Connecticut 


UARCO, Incorporated 
141 West Jackson Bivd. 
Chicago 4, Illinois 


Underwood Corporation 
One Park Avenue 
New York 16, New York 

Vari-Typer Corporation 
(See Addressograph-Multigraph 
Corp.) 

Victor Adding Machine Co. 
3900 North Rockwell Street 
Chicago 18, Illinois 

ViSirecord, Inc. 

Copiague, Long Island, New York 


Yawman and Erbe Mfg. Co. 


1099 Jay Street 
Rochester 3, New York 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B c ts] 


AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 
one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO 
if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 

Clears all stops instantly YES NO NO NO 

without moving carriage. 

ERROR CONTROL 

Simplifies correction of errors YES NO NO 

and line justification. 

BOTTOM MARGIN INDICATOR 

Pa nage Gage accurately YES NO 
cates bottom margin. 

88 ee KEYBOARD 

Standard a YES NO 

no extra checne. 

KEYBOARD SLOPE 

Key top slanted to fit YES NO 

natural movements of fingers. 

ROLL-FREE ACTION 

Releases typebar cams YES NO 

with no “scuffing” action. 

SAFETY COVER 

Motor shuts off when cover YES 

is raised to change ribbon. 

CUSHIONED TOUCH 

Eliminates jar to sensitive finger YES 

tips at end of each stroke. 


THE WORLD'S FASTEST YES 
ELECTRIC TYPEWRITER 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith-Corona 
with any other machine on the market today. You’ll see why the 
Smith-Corona is not just equal, but superior to every other brand! 
Before you buy an electric typewriter, call your Smith-Corona 
representative for a demcnstration of the many exclusive features 
that make Smith-Corona today’s most advanced electric typewriter! 


Smith-Corona Electric 
















Wi I did not intend to be a secretary 
—I wanted to be a nurse—mother 
wanted me to be a schoolteacher! Be- 
ing an only child, and a spoiled one, 
the prospect of spending several 
hours a day with 40 or 50 other 
“only” children—also probably 
spoiled—did not appeal to me. On 
the other hand, nursing would take 
me away from mother for a large 
portion of the time. So—we decided 
I'd be a secretary. 

Once the decision was made, I, 
characteristically, wanted to start 
the project at once. However, there 
was a little matter of school and 
graduation to be considered so I had 
to wait, but I did get myself a part- 
time position which showed me a bit 
of real business outside of the school 
books. 

I graduated on a Tuesday and on 
Wednesday took my first official 
position, with a large mercantile 
agency, at $7.00 per week. (This was 
over 50 years ago!) What I would 
do with $7.00 every week I could not 
imagine, but I had already made up 
my mind to have a pound of 
chocolate-covered almonds every pay 
day—and this I did for some time. (I 
still buy them, but not quite so 
often!) After about three months 
with this firm, I was invited to go 
on a trip to Denver, Colorado. To 
ask for “time off” never entered my 
head—I just resigned and went to 
Denver. I had a grand time, came 
home, unpacked, and went out and 
got another job. As I started to work, 
my grandmother said to me, “Now, 
Manetta, if anyone does something 
you don’t like, you just come right 
home—you don’t have to take any- 
thing from anyone!” SO, in the next 
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RETIREMENT? 
— Not Me! 


by Manetta Watson 





Philadelphia Chapter (Pennsylvania) 


nine months I came home, volun- 
tarily, 11 times. One man smoked 
as he dictated to me—I resigned at 
noon. One Saturday I breezed into 
my current office and announced I 
was going to the Penn-Harvard foot- 
ball game. I was told they worked 
on Saturday afternoons. I went to 
the game. 


Shortly after the nine-months’ 
period I got a position with an ad- 
vertising man. I liked the job and 
there I stayed. Later he merged into 
a stock and bond promotion business, 
which I found most interesting. I 
remained until a combination of di- 
vorce and bankruptcy closed the 
office. A rolling stone, they say, 
gathers no moss (in my case—$$$) 
but I did acquire a certain polish 
known as experience, and so, with- 
out hesitancy, I started out again— 
contractors, electrical engineers, pub- 
lic utilities, and then a legal firm. 
Again I settled down and was there 
for a few years, when the lure of 
passes, free rides, more money and 
shorter hours, sent me into a railroad 
office. Then came a chance to work 
in a brokerage office — stocks and 
bonds, which I always liked, and 
again I felt I was really settled. 
However, for the first time, I was 
FIRED! Not because I didn’t know 
enough, but because, like most sec- 
retaries, I inevitably, unintention- 
ally, and really unconsciously, ac- 
quired too much personal knowledge. 

As it turned out, that was the best 
thing that ever happened to me, for 
simultaneously a position developed 
I had always wanted—secretary to a 
very wonderful surgeon. THAT was 
IT, and for 26 happy, busy and con- 
tented years it was my cup of tea. 
Hours meant nothing—my job was 


















my life, and I gave it my all, happy 
to be serving a man who gave so 
much to humanity. His death in 1950 
was a terrific shock. Aside from the 
personal loss of a good friend and 
employer, I faced another problem. 
I was nearing 64, and that fact, at 
the time, did not tend “‘to open more 
doors.” 


Finally, a friend of my former em- 
ployer was appointed to a state 
medical committee, and he selected 
me as his secretary. This carried me 
over to 65 and Social Security. But 
then I was faced with the $100 a 
month salary limitation. I took a 
part time job in a hospital at $100 
a month, and I am happy, but the 
zip and zest of my former secretarial 
position is gone. That $100, part- 
time limitation gave me an awful 
sense of frustration, which I had 
never encountered before in my 
whole life. I didn’t like it! Then 
one day it suddenly dawned on me 
—in a few months I would be 72 and 
then I could work as I wished, and 
make as much as I could, without 
conflicting with Social Security rules 
and regulations! 

That was just the boost I needed, 
and now I am looking forward to my 
72nd birthday—-Freedom Day—when 
I may again work full time and feel 
I really belong in the business world. 
How many years I may keep this 
up, beginning at 72, I cannot say, 
but at least I'll be doing something 
real again. Some day, of course, I'll 
close the office door for the last time, 
but don’t anyone say, “Poor Ma- 
netta”—I’ve had a busily interesting, 
busily happy, and busily busy busi- 
ness life—loving every minute of it! 
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An Idea for Secretaries Week 


i In 1958 Vicksburg Chapter (Mississippi) arranged 
for a special section in the April 23 edition of the 
Vicksburg Evening Post, their town’s only newspaper. 
It was called the Secretaries Section, contained twelve 
pages, and told the complete story of the chapter’s 
plans for Secretaries Week. 

Mrs. Margaret M. Hatchette spearheaded this activ- 
ity. She and her committee sold the ads and worked 
up the edition down to the last detail. She says it was 
accomplished by “determination, hard work and pure 
effrontery.” 

The first page carried a group picture of the chapter, 
the Code of Ethics, a story about the week’s plans, and 
a history of NSA. On succeeding pages, above the 
many ads which saluted Secretaries Week, were in- 
dividual pictures and biographies of the members, as 
well as stories about CPS and other phases of NSA 
work. 

Mrs. Hatchette reports the results have been over- 
whelming in their city. NSA has risen considerably in 
prestige, now that the citizens have become fully 
acquainted with Vicksburg Chapter members and, 
their activities. 








So quickly . . . so smoothly . .. in 
your travel, by modern Jet airliner; 
in your work, with this modern Jet 
Eraser! Delight in the JET Age in 
erasing which comes right to your 
desk in these modern Weldon Rob- 
erts Jet Erasers, so wonderfully 
new and work-saving, so unbeliev- 
ably: clean. Ever-so-handy, business 
like, luxury-textured rubber core 
in inviting, clear-plastic holders 
with pocket clip or whisk brush. 
Holder tip unscrews so eraser stick 
can be moved outward. 

NO. 827 JET. Gray rubber core for eras- 
ing ink and typewriting. 

NO. 838 BALL POINT JET. Green rubber 
core for erasing ball point ink 
and India Ink. 

NO. 825 JET. Red rubber core for pencil 
erasing and cleaning. 

Ask your stationer for Jet Erasers (by num- 


ber above) for the uses you prefer. Write us 
if he cannot supply you. Get all three Mage 


refill for each, in clear Plastic box: No. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialisis 
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NEW ROYTYPE 
PLASTIC TYPE CLEANER 





Just press it on type faces... lift it off... 
your typewriter type is as clean as a whistle! 


You can use the new ROYTYPE = 
Plastic T ype Cleaner over and over 
again—because it’s made of dura- 
ble, flexible, long-lasting plastic. 


‘8 


Order now from your Mr. Roy Type, 
the ROYTYPE Representative. 


ROYTYPE 


Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters, 








New 


Headquarters 


Facilities 


Entering the reception area of our 
new headquarters facilities, one sees 
a decor of stained walnut paneling 
supported by aluminum pillars, ran- 
dom cork tile floor, and yellow walls. 
Visitors may be seated on bench 
cushions upholstered in a rough fab- 
ric striped in shades of rust, dark 
brown and deep beige. 


A well-planned general office area, 
with yellow walls and cork tile floor, 
is the nucleus of the headquarters 
operations. 
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Brita Horowitz, the CPS Secretary, and Bea McGhee, bookkeeper, in partitioned 
quarters adjacent to the main office area. 


| 


The office of our executive secretary, Gladys 
Vedros, has the same cheerful yellow walls 
to be found throughout the offices, with egg- 
shell draperies and an easy chair in green 
leather. 





The stock room, housing chapter supplies, duplicating and mailing equipment, is 
geared for streamlined production of releases and the handling of headquarters 
services. 
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STENOSTIK 


The Only Professional Ball Pen For You. 


DESIGN Pat. Pend. 
U.S. Pat. Off, 


A.W.Faber's 
new Ball Pen 
for Shorthand 


Light, bright and beau 
tiful as any Hollywood 
star—but never tempera- 
mental. That’s what 
makes StenoStik stand 
out among all ball pens. 


Exclusively designed 
for Secretaries, StenoStiKk has a 
long, tapered finger grip that lets 
you take dictation by the hour 
without fatigue. It glides over your 
notebook without slip, skip or 
scrape. Its full, pen-length blue 
ink cartridge outwears 7—yes 7— 
lead pencils. 


Ask your stationer to send you 
a few of these white, blue and gold 
beauties. If he doesn’t yet stock 
STENOSTIK, send us his name 
and we'll see that you are sup- 
plied. Priced at 39¢, less in a box 
of 3—the economical way to buy. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 











CPS 
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Business Law 


i The case situations below are fol- (d) 
lowed by four statements. Decide 
which statement is correct in each 


case. 


Jones has no right to ex- 
amine the books as he does 
not own the majority of 
the shares. 


1. James Martin purchased a used 3. MacDonald sent Cameron, his 





freezer from ABC Freezer Com- 
pany for $300. The contract 
was signed: “Martin Grocery 
Store, by James Martin.” Mar- 
tin paid $100 cash. When the 
balance was demanded, he de- 
clined payment, stating that his 
wife owned the store and that 
he was acting as her agent. 

(a) ABC Freezer Company can 
legally hold Martin to the 
contract as Martin had a 
duty to disclose his agency. 

(b) Martin is within his legal 
rights in refusing to pay 
the balance. 

(c) ABC Freezer Company 
cannot legally force collec- 
tion from either Mr. or 
Mrs. Martin. 

(d) ABC Freezer Company 
had a legal duty to ascer- 
tain Martin’s status before 
dealing with him. 


. Jones purchased 50 of 400 
shares of the Easy Zipper Com- 
pany, which operated in a dis- 
tant city. A business acquaint- 
ance told Jones the company 
was losing money through poor 
management. Jones asked the 
officers to open the books for his 
examination, but they refused. 
(a) Jones should have main- 
tained a closer contact with 
the affairs of the business. 
(b) The officers had no duty to 
open the books to Jones. 
(c) The officers had a duty to 
allow Jones to examine the 
books. 
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agent, to New York, and author- 

ized him to purchase merchan- 

dise up to $10,000 from Smith 

Manufacturing Company. Cam- 

eron decided to make purchases 

totaling $12,000. 

(a) MacDonald can be legally 
forced to pay the full 
amount of $12,000. 

(b) Smith Manufacturing 
Company may legally force 
Cameron to pay $2.000. 

(c) Cameron has no liability 
as he was acting as Mac- 
Donald’s agent. 

(d) MacDonald’s best proce- 
dure is to pay the $12,000 
and then bring suit against 
Cameron for $2,000. 


. Johnson obtained a three-year 


lease on an old building for $50 
a month from Mrs. Smith. He 
spent considerable money 
weatherproofing the building for 
storage purposes. Robinson held 
a mortgage on the property and 
foreclosed within six months 
after Johnson’s lease was ex- 
ecuted. 
(a) Johnson has no legal rights 
as the lease was subject to 
any mortgage in existence. 


(b) Mrs. Smith may be legally 
forced to pay for the im- 
provements made by John- 
son. 

(c) Robinson cannot foreclose 


because of the lease which 
is in effect. 

(d) Robinson is liable to John- 
son for the cost of the im- 


provements made on the 
property. 


5. Andrews owned an art repair 


shop and did restoration work 
on an old and rare painting 
which Jones recently had dis- 
covered and purchased. The 
restoration process was a deli- 
cate one and a specific fee could 
not be given beforehand. When 

Johnson called for the painting, 

a billing of $100 was rendered. 

Jones contended this amount 

was unreasonable and demanded 

the picture without payment. 

Andrews refused. 

(a) Andrews is not within his 
legal rights in refusing to 
relinquish the painting. 

(b) Andrews is within his legal 

rights in refusing to relin- 

quish the painting. 

Andreds should relinquish 

the painting and take col- 

lection measures later. 

(d) Jones has a legal right to 
the painting without pay- 
ing the fee because it is his 
property. 


~ 


(c 


6. Jones grew rare flowers in Flor- 


ida and rented from Parker a 

large van equipped with mod- 

ern temperature controls to 
transport a quantity of rare 
blooms to a distant location. 

The rareness of the blooms 

necessitated the maintaining of 

a specific cool temperature 

while enroute so Parker set the 

controls for Jones before de- 
parture. Upon arrival at desti- 
nation, Jones discovered that 

Parker had not set the controls 

correctly and the blooms had 

frozen. 

(a) Jones cannot recover as he 
used the rented van at his 
own risk. 

(b) Parker was not responsible 
while the van was in Jones’ 
use. 

(c) Jones can recover for the 
value of the shipment and 
cannot be legally forced to 
pay rental charges. 

(d) Jones cannot recover for 
the value of the shipment, 
but he cannot be legally 
forced to pay rental 
charges. 

(Answers on Page 20) 
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(Recommended by CPS Institute) 


BUSINESS LAW 


BUSINESS LAW 
Bergh and Conyngton. 
Fifth Edition, Ronald Press, 1956. $7.00. 


BUSINESS LAW 
Lavine and Mandel. 
Winston, 1956. $3.80. 


COLLEGE BUSINESS LAW 
Rosenberg. ; 
McGraw-Hill, 1953. $3.75. 


HUMAN RELATIONS 


HUMAN RELATIONS FOR MANAGEMENT 
Bursk, Edward. 
Harper, 1956. $5.00. 


HUMAN RELATIONS IN SUPERVISION 
Parker, W. E. and Kleemeier, R. W. 
McGraw-Hill,.1957. $5.00. 


HUMAN RELATIONS IN SMALL INDUSTRY 
Perry, John. 
McGraw-Hill, 1954. $5.50. 


SECRETARIAL ACCOUNTING 


FEDERAL INCOME TAX FOR INDIVIDUALS 
Government Printing Office, 1956. 


PAYROLL ACCOUNTING 
Pendery. 
South-Western. 
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HURON COPYSETTE was » dies a pores your “ 
more pleasant. Thousands of secretaries enjoy its 
convenience and cleanliness. Count from a box 
the number of copies you want to make — no 
aligning of carbon, as each second sheet 
is lightly attached to its own fresh carbon. 
Copies are sharp — easy to read. (P.S. — 
it saves the boss money, too!) 


Write for free sam- 
ples or mail the 
/ coupon below. 













*Licensed under Kerr 
Patent No. 2.557,875. 


: | \I, 


— 











Please send literature and free samples of HURON COPYSETTE 
NAME 


PORT HURON SULPHITE 


& PAPER COMPANY 
PORT HURON, MICHIGAN 





COMPANY. 
STREET. 








cry. ZONE__STATE. 





Available in Canada through 
APSCO PRODUCTS, LTD., 
Toronto, Canada. 


OUR STATIONER 





HC-8 S-4 


eg CLAR-O-TYPE 


CLEANS TYPE CLE ANER 




















Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
for the attractive new 4 
24 orange-and-blue carton. 
CLAR-O-TYPE makes 


NO CARBON-TETRACHLORIDE *YP*Witer type sparkle. RRR 

















FOR 


JUST 
$100 





you can beat anyone in your 
office when it comes to centering. Just measure 
‘the line and read the Stenographic Centering 
Scules to see where to start. Only takes seconds— 
and you’re 100% exact. 


For elite, pica or variable-spaced type. 
Only $1.00, p P id — Saticf, 2 =" Pai 


STENOGRAPHIC CENTERING SCALES 


DEPT. S$! 1511 N. ALGONA DUBUQUE, IOWA 




















What's Inside 
A Good 
Sun Glass? 


by the 


Better Vision Institute 


@ Millions of people will be buying 
new sun glasses this summer. Most 
of them will choose a frame that 
looks good at a price they can afford, 
and let it go at that. Very few know 
what a top-grade sun spectacle can 
and should do for them—and what 
the poorer kind cannot do. 

Actually a full-fledged sun glass, 
with all improvements, does a good 
deal more than a pair of finely made 
ordinary prescription spectacles. 
Spectacles designed for ordinary 
year-round use do nothing except re- 
fract, or bend, the light in a way to 
correct defects of the eye. A fine sun 
glass cannot only do that, but deals 
with certain peculiarities of light 
and of the eye which usually are only 
noticed in bright sunlight. 

The first of these peculiarities is 
glare, or dazzle, or too much bright 
light. Up to a point, the pupil of the 
eye itself guards against glare by 
contracting to a small opening, like 
a camera diaphragm set for bright 
light. But beyond that point the 
pupil is powerless and other means 
are required for eye comfort. 

Excluding glare from the eye is, in 
fact, the easiest of the several jobs 
done by sun glasses. You can make 
a very good glare-excluder yourself 
by smoking a piece of window glass 
in a candle flame. Such a smoked 
glass affords one of the safest ways 
of looking at an eclipse of the sun. 

The Eskimos, who seldom see a 
piece of glass, solve the glare prob- 
lem by cutting narrow slits in a 
wooden or bone shield, shaped to fit 
across the eyes. There is something 
peculiar about this. The polar sun, 
as everybody knows, hardly shows 
itself above the horizon during the 
winter and even in summer doesn’t 
manage to emit much glare. What 
bothers the Eskimo is sunlight re- 
flected from snow and ice, which 
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builds up to a strong glare. It comes 
from all directions and the Eskimo’s 
goggles exclude all of it except that 
part which happens to strike the nar- 
row slit. So these primitive “glasses” 
actually do bring about a tremen- 
dous reduction in the amount of 
glare striking the eye. They are good 
enough to prevent snow blindness 
but are poor for seeing. 

The fine grades of sun glasses are 
constructed to shut out (or con- 
versely to transmit) precise amounts 
of light—30, 50, 65 per cent. That is 
one of the points at which they excel 
ordinary bargain-counter glasses. 





Anyone who wears glasses when 
reading should have the prescrip- 
tion ground into sun glasses for 
reading in t.:.; sun’s glare. 


These latter, by the way, often do 
not shut out sufficient light. 

But there is a far more subtle 
element in sunlight than ordinary 
glare. This other ingredient is in- 
visible energy rays — x-rays, radio 
waves, ultra-violet and infra-red, and 
the like. These radiations don’t help 
us to see, at all. But under certain 
conditions they can damage the eyes, 
as the metal-welder knows when he 
dons his helmet. Some of the long 
rays on the red end of the spectrum 
are associated with heat. 

The glass of which some fine sun 
glasses are made is absorptive glass, 
in addition to being colored to keep 
out glare. That is, it absorbs or ex- 
cludes nearly all of the long-wave 
and_ short-wave radiations. Ordi- 
narily, there are not enough of these 
radiations in the air to cause eye 
damage. But skiing or sledding on 
high mountain sides, or other expo- 
sures to snow, and in the reflected 
light from sand and water, as well 
as in driving a car over a sizzling hot 
highway, it is quite possible that 
there is too much radiation for com- 
fort or safety. Every mountain 





The eskimo makes his sun goggles 
from wood or bone. 


climber knows, for instance, that one 
of the worst things that can happen 
to him is to lose or break his sun 
goggles. He will almost certainly be 
snow blinded by ultra-violet. When 
you can so easily keep these tricky 
waves out with better grade sun 
glasses, why not do it and be safe? 
There is one other chore that the 
versatile sun glass, at its best, can 
do. Being made of fine, ophthalmic 
glass (the world’s best), sun spec- 
tacles can be ground to a corrective 
prescription, just like ordinary color- 
less reading glasses or distance 
glasses. Anybody who normally 
wears prescription glasses should 
have that prescription incorporated 
in his sun glasses. After all, one 
doesn’t stop needing good vision 
when he puts on his sun glasses! 
The comparatively new art of fash- 
ioning prescription lenses for various 
occupations and sports opens up still 
other possibilities for sun glasses. 
The golfer, the shooter, the tennis 





: i H \ 
Prescription lenses in sun glasses 
are a boon to the sportsman. 


player can often benefit from sun 
glasses having a special focus, or 
from tinted bifocals or trifocals with 
specially placed segments to meet 
special seeing demands. 

The sun glass, you will agree, can 
make a tremendous contribution to 
the pleasure and safety of summer 
days out of doors. 
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The National Secretartes Association (International) 
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presented lo 


EH YEAR’ 1959 AWARD 


TOM DOUGLAS SPIES, M.D. 


WM One of the world’s foremost nutri- 
tion experts, Dr. Tom Douglas Spies, 
dedicated physician, researcher and 
educator, is NSA’s first “Boss of the 
Year.” He is the employer of Mar- 
garet E. Owen of the Birmingham 
Chapter (Alabama). 


Awards and citations are not new 
to Dr. Spies. He has been honored 
by the medical -profession, the 
United States Government, foreign 
governments, and his native south 
for his contributions to the health of 
the world. Since his graduation from 
Harvard Medical School in 1927, his 
zealous interest in the science of nu- 
trition and his passion for work have 
led him to tremendous discoveries 
which have literally banished pella- 
gra and tropical. sprue, diseases 
which at one time enfeebled entire 
populations and stole millions of hu- 
man lives. These discoveries also 
laid the groundwork for our present- 
day knowledge of the importance of 
vitamins and their effect on the hu- 
man body. 

“T hardly think of what I do as 
work, because it’s what I want to 
do!” Dr. Spies says. Presently Sci- 
entific Director of the Nutrition 
Clinic, Hillman Hospital, Birming- 
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ham, Alabama, and Professor and 
Chairman of the Department of Nu- 
trition and Metabolism at North- 
western University Medical School, 
Chicago, Illinois, he guides the work 
of many scientists who are searching 
for earlier and better methods of 
diagnosis and treatment of nutri- 
tional deficiency diseases. 


A member of 34 professional or- 
ganizations, Dr. Spies is author or 
co-author of numerous books in the 
field of nutrition and is considered 
dean of the physicians in his field. 


Sometimes described as eccentric, 
Dr. Spies is remarkable, not only for 
his intelligence and skill, but for his 
attitude toward life. He loves peo- 
ple, finds great satisfaction in his 
work, but has no pride of ownership. 
He cannot be hampered by posses- 
sions. In his late fifties, he is a 
bachelor who lives simply and is 
totally unconcerned with personal 
income. He has never received a 
professional fee for his services to a 
patient. Dividing his time between 
Birmingham and Chicago, he leads 
a footloose life, living in hotel rooms 
wherever he happens to be. 


His dedication to the advance- 
ment of medicine leaves him singu- 


larly humble and unimpressed with 
the high honors that have come to 
him through the years. An associate 
has said of him, “Tom takes the 
medals he gets, throws them in a 
drawer and never looks at them 
again.” 

NEWSWEEK Magazine quoted 
him in 1957 as saying he expected to 
devote the rest of his years to help- 
ing older people. He explained, “We 
don’t want to just give them a longer 
life—we want to preserve the prime 
of life for a longer time. As tissues 
become damaged because they lack 
the chemicals of good nutrition, they 
tend to become old. They lack what 
I call ‘tissue integrity.’ There are 
people of forty whose brains and art- 
eries are senile. If we can help the 
tissues repair themselves by correct- 
ing nutritional deficiencies, we can 
make old age wait.” 

And he may very well do just that, 
this amazing man to whom the world 
is so indebted. Advances in the field 
of nutrition have only begun—the 
years ahead will write the final chap- 
ter in the stirring saga of Dr. Tom 
Douglas Spies, NSA’s 1959 “Boss of 
the Year.” 
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Number Five in a Series of Seven 


Let’s Talk 
It Over 


@ Informal discussion is not new in 
parliamentary law, but the method 
explained below is unique in dealing 
with groups greater than fifteen in 
number. To obtain total participa- 
tion of all members in discussing a 
problem, President Don Phillips of 
Hillsdale College—while on the fac- 
ulty at Michigan State College—de- 
vised a simple, effective plan known 
as “DISCUSSION Six-Six”. (Six 
persons discussing a problem for six 
minutes). 


Someone states, “I move that we 
discuss this problem informally by 
dividing the assembly in groups of 
six” (five or four). Seconded and 
discussed. The Chair then quickly 
gives specific instructions to the 
members to turn to their immediate 
neighbors, and in groups of five or 
six, talk over the problem. Each 
group selects a secretary-spokesman 
who later reports the ideas of his 
group. 


At the end of a specified time, the 
discussion is concluded by saying, 
“IT move that we rise and report”; 
this motion is seconded and voted 
upon. Then each secretary reports 
the conclusions his group has 
reached. In this manner every mem- 
ber receives an ideal opportunity to 
submit his ideas and feels he is a part 
of the total group. Many members 
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Reprinted from Michigan Extension 
Bulletin 294, “The Meeting Will 


of the Cooperative Extension Serv- 
ice, Michigan State University, East 
Lansing, Michigan. 


| 

| | 
Come to Order,” through courtesy : 
| | 
| | 
| | 


who never address the chair or speak 
to the group as a whole will, under 
these circumstances, participate con- 
fidently in the discussion. 

“Discussion Six-Six” is an excellent 
means for obtaining ideas from the 
group for discussion purposes; it is 
also an excellent way to find out the 
specific needs of the assembly. It is 
an efficient way to obtain immediate 
action on a motion and avoids the 
necessity of turning it over to a com- 
mittee. It encourages everyone to 
participate, which is a much over- 
looked objective of parliamentary 
discussion. 

Sometimes it is desirable to have 
the entire group discuss a motion in- 
formally. Then the motion, “I move 
we resolve into a committee of the 
whole (to discuss the matter of chang- 
ing our name) is in order. Seconded 
and debated. If carried, the group 
discusses the matter informally. No 
motions are received. When the dis- 
cussion is completed, any member 
states, “I move that we rise and re- 
port”. If carried, the assembly re- 
sumes its former status and takes 
action on the motion. 

One method of postponing action 
on a main motion is to postpone it 
indefinitely. The effect of passing 
this motion is to “kill” the main mo- 


tion since it will have to be intro- 
duced again as a new moiion at some 
future meeting. 

A second method is to postpone 
the motion to a definite time such 
as the next meeting. This motion is 
debatable and amendable; it ranks 
above the motion to postpone in- 
definitely. 

A third method of postponing ac- 
tion is to lay the main motion on 
the table. This motion is the highest 
ranking subsidiary motion and is 
not debatable or amendable. A state- 
ment may be made by the maker, 
however, indicating his reason for 
laying the problem on the table. It 
outranks the above motions. 


It should be noted that under no 
circumstances can a motion be post- 
poned or laid on the table beyond 
the next regular meeting. (It is as- 
sumed here that the meetings are 
held weekly or monthly.) This rule 
is used in order to inform the as- 
sembly in the reading of the minutes 
at the next meeting of those motions 
which were postponed or laid on 
the table at the previous meeting. 

A main motion may be postponed 
to another time at the same meeting 
in which it was made; likewise a 
motion may be taken from the table 
at the same meeting in which it was 
laid on the table. In both instances 
new information or the presence of 
additional members may be the cause 
for discussing the original motion 
again. 


Motion to Reconsider 


When a member wishes to recon- 
sider the vote on a motion that has 
been carried or lost, he moves to re- 
consider that motion. Let us say the 
group voted “to purchase a movie 
projector”. A little later in the meet- 
ing, it is learned that the treasury 
does not have enough funds to pay 
for such an item. A member may then 
say, “I move to reconsider the vote 
on the motion to purchase a movie 
projector.” It is seconded and dis- 
cussed. If it carries, the original mo- 
tion, “to purchase a projector’, comes 
back to the floor for reconsideration. 
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It should be noted that only a 
member who voted on the winning 
side of a main motion may make the 
motion to reconsider. That means 
that only those members who voted 
for the purchase of a projector can 
move to reconsider that motion; it 
indicates that a member has had an 
honest change of mind. If any one 
could make a motion to reconsider, 
that motion would be made on every 
motion that was voted upon; then 
the motion to reconsider would be 
used just to hinder the progress of 
the meeting. The motion to recon- 
sider must be made on the same day 
or at the same meeting that the mo- 
tion which is being reconsidered was 
acted upon. If at some later time the 
group desires to change a motion or 
reverse its action, the motion to re- 
peal should be used. 


Point of Order 


This motion is used to correct any 
errors in parliamentary rules. Let us 
suppose the motion “to buy a new 
chair” is on the floor. While it is be- 
ing discussed, a member moves that 
“we send two delegates to that state 
convention”. The chairman receives 
the second motion. Since there 
should be only one main motion on 
the floor at one time, a member may 
rise to a point of order as follows: 


Member: Mr. chairman, I rise to 
a point of order. 


Chair: State your point of order. 


Member: The chair has received a 
second main motion while another 
main motion was on the floor; the 
second motion is out of order at this 
time. 


Chair: Your point is well-taken; 
the second motion is out of order. 

(This motion may be made by ris- 
ing and addressing the chair, a mem- 
ber need not be recognized before he 
speaks; he may interrupt a speaker 
who has the floor; the motion needs 
no second and no vote; it is not de- 
batable or amendable. It may be 
used to correct a member as well as 
the chairman.) 
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CPS Page 
(Continued from Page 6) 


examination it is best, therefore, if 
some effort is made to ascertain these 
differences. For example, a list of 
possible topics can be checked by 
students the first meeting of a course 
to determine where emphasis should 
be placed. A course outline can then 
be developed that is adapted to the 
needs of the group. This technique 
is particularly important when de- 
veloping educational programs for 
secretaries because, in addition to 
differing educational needs, there are 
differences among job opportunities. 
Job opportunities are affected by 
type and size of community, nature 
of the business, and point of view of 
its management about women em- 
ployees. A good educational pro- 
gram will consider all these factors. 


Under no circumstances should 
the program be designed just to help 
candidates pass the examination. The 
examination is only one goal—a 
symbol goal. The underlying goal— 
basically important goal as far as in- 
dividual secretaries are concerned— 
is to help women employed in “sec- 
retarial” positions and trained pri- 
marily for the techniques and me- 
chanics involved therein to increase 
their potential in business. It is said 
that education is power. Recent re- 
search reports indicate that the girl 
who sits in high school commercial 
courses today can expect to work an 
average of twenty-five years of her 
life. Do we educators want to rele- 
gate the girl to a typewriter for these 
twenty-five years? Educators must 
assume their share of responsibility 
and cooperate in achieving the edu- 
cational goals of the National Secre- 
taries Association (International) to 
see that she gets a fair opportunity 
to acquire educational power which 
will help her reach new heights in 
business. They must help her look 
ahead and prepare for the CPS ex- 
amination only incidentally to her 
preparation for high-level adminis- 
trative assistantships in business, in- 
dustry, and government. They must 
help her see the far horizons of her 
opportunities and obligations and to 
prepare for them. 
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A completely new, all- 
quality carbon paper for 
all-purpose use. The 
crowning achievement of 
42 years of leadership. 


A free sample is yours for 
the asking. See your Old 
Town dealer or write us. 


OLD TOWN 
CORPORATION 


Established 19 


750 Pacific Street, Brooklyn 38, N. Y. 








ARE YOUR PAPERS 


lg PLAYING... 






AIDE AND SEEK? 


Filing is important only if the finding is 
easy. Can you always put your hand on 
the letter, invoice, order, report or 
other paper you want, instantly? Are 
your files neat, compact, space saving? 
Your Stationer will be glad to explain 
the advantages of ACCO-filing to keep 
your records safe, and finding quick. 
See him now! 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 
In Canada: Acco Canadian Co., Ltd., Toronto 




















Excellent Results From 


CALIFORNIA COOPERATION 





W@ Secretaries Week climaxes many 
months of active planning for Cali- 
fornia Division’s Secretaries Week 
Chairman, Laura Anderson Harring- 
ton. Through the efforts of Laura 
and her committee, many outstand- 
ing public relations projects have 
been set up for the 1959 Secretaries 
Week. 


“The Billboard Project” for a 
CALIFORNIA FIRST was accom- 
plished after a two-year effort. First, 
a questionnaire was sent to some 39 
chapters asking for their interest in 


Laura Anderson Harrington 


by Mrs. Dorothy L. Skinner 


On Secretaries Week Projects 


California Division Publicity Director 


this pioneering stage and how much 
money could they contribute. The 
committee then met with Foster & 
Kleiser’s representative, who offered 
to donate billboard space for NSA 
throughout California. The only cost 
to NSA would be the cost of repro- 
ducing the billboard design. The 
committee collected $403.50 from the 
chapters and was overjoyed to learn 
that each poster could be _ repro- 
duced for $7.50. With this good news 
and enough money to cover the costs, 
they will have a billboard in 24 cities 
in California during the month of 
April—their first step in outdoor ad- 
vertising. 

“Television Projects’—This is to 
be a two year project. By early plan- 
ning the chapters in the San Fran- 
cisco and Sacramento areas will be 
able to get live shorts done in a pro- 
fessional way if money can be col- 
lected before June of this year. At 
that time TV people also schedule 


other shorts—so expense is cut down. 
Laura and her committee have 
started this project for next year’s 
Secretaries Week. 


“Radio Taped Spots’—This is ar- 
ranged on a local basis and each 
chapter will be delivering prepared 
scripts on their tapes to the local 
radio stations. 


“Television Spots”’—This is ac- 
complished locally at chapter level 
by contacting the TV Public Service 
or Public Relations Chairman. They 
will then submit a drawing or poster 
design. After approval by the sta- 
tion, they will make a slide free of 
cost and use it on their station 
changes. Also the station will use 
several 10-second scripts with slides. 


Other members of the Secretaries 
Week committee are Ester Perry and 
Frances Skewes, both members of 
the Sacramento Chapter. 





Answers to CPS Quickie Quiz— 


1. (a) Since Martin failed to dis- 
close his agency, he is liable 
as if he were the principal; 
however, ABC Freezer 
Company may elect 
whether to deal with Mr. 
Martin or with Mrs. Mar- 
tin. 


2. (c) Jones had a bona fide rea- 
son for his request, and the 
officers had a duty to him 
as a stockholder. Jones’ 
remedy at law would be a 
writ of mandamus. 


3. (b) Cameron exceeded his au- 
thority in making purchases 
beyond the amount author- 
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ized and he is liable to the 
third party. 


4. (a) When Johnson leased the 
property, it was his duty to 
determine if it was encum- 
bered. 


5. (b) Andrews, as the bailee, has 
a lien while he retains the 
painting; he has no lien if 
he relinquishes the paint- 
ing. 


6. (c) In most instances, it is 
probable that Jones could 
recover the value of the 
shipment and that rental 
charges could not be en- 
forced against him. 





Mr. Aloysius E. Misko, author 
of “How to Remember Names 
and Faces” on Page 10 of the 
February issue, has informed us 
that the following bibliography 
should have been attached to his 
article: 

Burtt, H. E. and A. C. Beck, ‘‘Remember- 
ing Names Connected with Faces."’ Industrial 
Psychology Monthly, Jan., 1928, pp. 34-28 

Fryer, D. H. and J. E. R. Henry, Hand- 
book of Applied Psychology. Volume I — 
Section 19: “‘Guided Learning’ pp. 120-126 | 

Hepner, Harry W. Psychology Applied to | 
Life and Work. New York: Prentice-Hall. | 
1946. Chapter 15, ‘‘Personal Efficiency in | 
Mental Work.”’ | 











SECRETARIES: 

Be more efficient with your personal 
business! Carry an EZYKEPT Record Book 
in your purse. Records all money trans- 
actions, savings & insurance in one neat 
book. $1.00. Box 475, Champaign, Illinois. 
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Things 
You Never Knew 
About Taxes 








a 





by Richard Weiner 


@ An old Sumerian proverb reads: 

“You may have a lord; you may 
have a king. But the man to fear is 
your tax collector.” 

This “fear” of tax collecting—and 
allied grumbling, curses, and threats 
—has been with us since even before 
the Sumerians. 

First came taxes of kind, not 
money. They were paid as tribute to 
a conquering leader. Soon, the idea 
of producing revenue grew; Egyptian 
Pharoahs demanded 20 per cent of 
all farm produce. 

In Greece they taxed doorways, 
and in Rome, said Gibbon: “Taxes 
fell like hailstones.” Romans knew 
poll, income, excise and property 
taxes—and almost anything else 
imaginable, including levies on togas 
and funerals. 

Medieval taxes evolved from 
church tithes; followed the earlier 
pattern of tribute payments. In the 
Renaissance, peasants—then tenant 
farmers—paid levies on their prod- 
uce. 

Russia taxed beards, and France 
fireplaces. An English Revolution 
was touched off in 1318 when Wat 
Tyler killed a tax collector. Later 
rebellions were less violent; one 
Brittany farmer in 1783 “beat” a tax 
on horses by riding his cow to 
market. 

Our own history is filled with tax 
disturbances; refer back to the 
Stamp Act which spurred our Revo- 
lution. Constitution farmers saw the 
need for taxes; established a legal 
base. But the earliest attempt to en- 
force national revenues—in 1794— 
touched off the Whiskey Rebellion. 

Most recent tax controversy ques- 
tions the fairness of a progressive 
tax. 
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Whether or not you think the 
scales proper, you might be paying 
more than you have to. Millions of 
“gift” dollars pour into our nation’s 
treasury each year; money that 
could just as well stay in the family 
savings account. 

Fact is, most people don’t know 
enough about their deductions. For 
example, so*many of us neglect to 
deduct the following: 

All taxes paid—except federal—in- 
cluding sales taxes, if you can com- 
pute them; 

Charitable contributions up to 30 
per cent of gross income, if 10 per 
cent is to churches, schools and 
hospitals; 

Interest payments, and 

Medical expenses, if more than 3 
per cent of your gross income (un- 
less you’re over 65). 

What’s more, a working child can 
be declared a dependent, if he re- 
ceives more than half his support 
from you and is under 19, or a stu- 
dent. The same applies to a non- 
relative who lives with you as a de- 
pendent. 

Also, if you’re single, support a 
dependent parent and maintain a 
home for you and that parent, you 
can file a claim as head-of-household. 

And if you pay your bills before 
New Year’s Day, you can really save 
money — by planning your expense 
outlays to get you over the 10 per 
cent deduction. 

Here’s how it works. Suppose you 
have an adjusted gross income of 
$6,000, with deductible expenses 
(doctor bills, charities, etc.) of about 
$500—or $100 under what you would 
be entitled to deduct under the 10 
per cent standard deduction. 





You wouldn’t include expenses 
like $250 in real estate taxes, and/or 
$100 in home-loan interest charges 
which are due at the beginning of 
the year. But if you pay these before 
the end of the year, it can bring your 
deductions well over the 10 per cent 
level. 

This, of course, can’t be done every 
year, but when applicable really 
saves you money. 

One more point; a subtlety that 
can cost dearly. The Handwriting 
Foundation—and the Federal Gov- 
ernment-—remind us that countless 
dollars are unnecessarily added to 
our taxes through illegible hand- 
writing. 

When a taxpayer writes illegibly, 
it could mean: 1) a costly misinter- 
pretation; or 2) a wasteful return of 
the tax form and re-computation. 
The latter could also mean a trip to 
the Revenue Office for final clarifica- 
tion. 

Most discrepancies, the Founda- 
tion points out, come from improper 
looping in letters. For example, 
many people carelessly close loops in 
letters e, 1 and f; neglect those in a, 
g and d. Others loop the noon-looped 
strokes of t, i, and d. 

Even more important on tax forms 
is illegible numbers. Much confusion 
comes from the similarity in hur- 
riedly-written numbers 1 and 7; 3 
and 5. A slip of the pen can be 
costly. 

Incidentally, in case you’re won- 
dering about the Sumerians, the rec- 
ords of this group of Babylonians 
date back to 4000 B.C. Yes, taxes 
have heen with us a long time! 
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@ NOW is the time for all conven- 
tion-goers to start thinking about all 
the wonderful sights and sounds of 
a Caribbean Paradise! The _ post- 
convention tours give a rare oppor- 
tunity for everyone to combine the 
Fourteenth Annual International 
Convention of The National Secre- 
taries Association in Miami Beach 
with a holiday on foreign shores. 

Three special tours have been ar- 

ranged and transportation on all 
tours will be provided by Pan Ameri- 
can World Airways. 

Tour No. 1—two days and a night 
at the glamorous Hilton Hotel in 
Havana, Cuba . . . $75.00 

Tour No. 2—two days and a night 
in Nassau, Bahamas at the Brit- 
ish Colonial Hotel . . . $70.50 

(You can take Tour No. 1 and 

No. 2 either before or after the con- 
vention. ) 

Tour No. 3—is a post-convention 
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DREAMERS 
DELIGHT 


by Mrs. Marie Starr 


Convention Coordinator 


tour only, leaving July 26 for 
San Juan, Puerto Rico; then on 
to Port Au Prince, Haiti; King- 
ston and Montego Bay, Jamaica 
—truly the most gay and charm- 
ing islands of the Caribbean— 
8 days and 7 nights, all for... 
$265.95 


Tour No. 1 to Havana 

Will depart Miami via Pan Am, 8 
a.m. Sunday or Monday, July 19 or 
20, allowing you plenty of time to be 
back in Miami for the start of con- 
vention on Wednesday, July 22. Or, 
you can take the tour after the con- 
vention, leaving Miami, July 26 at 
8 a.m. 


In either case, you will stay at the 
beautiful Hilton Hotel in Havana. 
You will be taken on tours of Old 
and New portions of the city; and a 
suburban tour through the swank 
residential section with its many 
beautiful homes and avenues. You 


will see all the historical landmarks 
such as Morro Castle and you will 
have a chance to visit the native 
villages. 

Since Cuba is now in the political 
limelight, this is an excellent oppor- 
tunity for everyone to see history in 
the making. We might add that it is 
perfectly safe to visit Cuba and all 
considerations and courtesies are be- 
ing extended to tourists. 

Also on the agenda is a really ex- 
citing night club tour in Havana. And 
we have made sure you will have a 
morning and afternoon free for shop- 
ping or swimming. 

What to Wear: Havana is a cos- 
mopolitan city. Slacks and shorts 
are not acceptable away from the 
beach and country clubs. Cool, dark 
cottons are best during the day. You 
can go as gala as you wish after dark. 


Cost per person — $75.00. Tour 
rate is per person based on double 
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occupancy of hotel. rooms. It in- 
cludes round-trip First Class air fare 
Miami-Havana-Miami, one night at 
Hilton Hotel, transfers and _ tours, 
tips for handling baggage in and out 
of hotel. 


Not included: Meals in Havana 
and tourist card fee of $2.50. Grat- 
uities other than those outlined and 
items of a personal nature. Extra 
night at Hilton Hotel—$8.00. 


Tour No. 2 to Nassau 


Will depart Miami via Pan Am, 
July 19 or 20 at 8 a.m. or July 26 at 
8 a.m. after the convention. While 
in Nassau, you will stay at the en- 
chanting British Colonial Hotel. The 
Bahamas form a chain of beautiful 
semi-tropical islands that have some 
of the finest beaches and sea bathing 
anywhere. Nassau, the most sophisti- 































cated and modern of the resorts in 
the Bahamas, is quaintly British, de- 
corous and utterly lovely. You will 
take a boat tour to world-famous 
Paradise Beach and Sea Gardens; 
make the rounds of the native night 
clubs and cabarets; shop in some of 
the most wonderful shops in the 
world where you can buy almost any- 
thing in the world—and cheaper too! 
(French perfume and British fabrics 
are very inexpensive); and you will 
have time for swimming or golf and 
tennis. You'll be singing Calypso 
ditties long after you have left 
Nassau! 

What to Wear: Very lightweight 
summer clothes will be in order. 
Spectator dresses or sundresses; shirt 
and long shorts are quite acceptable 
but no very abbreviated dress is 
worn on the street in Nassau (leave 
the strapless tops and short shorts at 
home unless you can remember to 
wear them for beach only). And 
don’t forget to bring a swim suit. You 
will find wonderful, crazy straw hats 
and bags in Nassau, so don’t bring 
any with you. 

Cost per person — $70.50. Tour 
rate is per person based on double 
occupancy of hotel rooms. It includes 
round-trip first class air fare Miami- 
Nassau-Miami, one night at British 
Colonial Hotel, transfers and tours, 
tips for handling baggage in and out 
of hotel. 

Not included: Meals in Nassau 
and landing fee of 85c; gratuities 
other than those outlined and items 
of a personal nature. Extra night in 
Nassau at British Colonial Hotel— 
$7.00. 


Tour No. 3 to San Juan 

Will depart Miami via Pan Am on 
July 26 at 9:15 a.m. You will arrive 
in San Juan at 2:00 that afternoon. 
You really are “at home abroad” in 
Puerto Rico, for it is part of the 
United States, yet truly foreign in 
atmosphere. It has been called the 
most European of the Caribbean 
countries and you will soon know 
why. The beaches are wonderful, 
the food can be familiar or exotic, de- 
pending on your taste. The Caribe 
Hilton, where -you will stay, is one 


THE CARIBBEAN! — A lovely way to 


spend a vacation. 


















es ~ : 


Havana, Cuba, the Christopher Columbus 
Cathedral. 







of the most luxurious hotels in the 
world. 

A tour of the City of San Juan and 
a trip to El Yunque, the exquisite 
Tropical Rain Forest, will be in 
store for you. As you all know, we 
have a very active NSA chapter in 
San Juan. 

On July 28, you will leave San 
Juan for Port au Prince, Haiti with 
its voodoo drums! The crowded, col- 
orful streets of Port au Prince filled 
with native women carrying baskets 
on their heads is a sight you won’t 
soon forget! The city is a mixture of 
elegance and crudeness, of sophisti- 
cation and primitiveness and every- 
where is color, gaiety and charm. 

You’ll see all of this fascinating 
city and will stay at the lovely Ibo 
Lele Hotel. 

On July 30, you’re off to Kingston, 
Jamaica, where you will be guests at 
the Myrtle Bank Hotel. Long fa- 
mous as a resort, Jamaica is a tour- 
ist’s paradise. Kingston is colorful, 
with fine shops, wonderful drives. A 
tour of the famous Hope Botanical 
Gardens is planned, where you will 
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see a magnificent collection of or- 
chids, tropical trees, coffee, fruit and 
other tropical plants. 

Then a morning drive over the ex- 
quisite Blue Mountains to the famed 
Arawak Hotel, where you will be 
overnight guests. The next morning 
you will drive along the north coast 
with its white coral beaches lapped 
by cerulean blue waters — always 
warm—-to arrive at picturesque Mon- 
tego Bay. Here the gentle, prevail- 
ing trade winds make the Bay ideal 
for sailing and swimming. You will 
never forget the deep blue water 
which ranges in temperature from 70 
to 80 degrees all year ’round. 

Shopping, too, is a joy in Jamaica. 
In fact, everything about the island 
is perfect — including its excellent 
golf courses! 

What to Wear: Spectator sports 
dresses, comfortable play shoes or 


Page 24 








Haiti — Land of Voodoo Drums! 


walking shoes you can wear without 
silk hose. Walking shorts will come 
in handy and of course, a complete 
beach ensemble—in fact, it’s a good 
idea to take two swim suits. Leave 
your gloves, hats and heavy girdles 
at home. Take a sweater to wear 


Beautiful Bahamas! 

















over your shoulders in the evening 
and you’ll want a colorful cocktail 
dress to wear in the evenings. 

Cost per person—$265.95. 

Tour rate is per person based on 
double occupancy of hotel rooms. It 
includes tourist air fare Miami to 
San Juan and first class air fare from 
San Juan to Miami, hotels, meals, 
transfers and sightseeing. 

Not included: Gratuities and 
other personal expense items. Fee 
for Tourist cards and local head tax 
where applicable. 

No passport is required for any of 
these tours (unless you are not a 
U. S. citizen) but you will need: 

1. Proof of nationality. This can 
be a birth certificate, a valid or ex- 
pired U. S. Passport, Baptismal cer- 
tificate, voter’s registration card, or 
a notarized affidavit stating place and 
date of birth. 

2. In addition, for the Caribbean 
tour (No. 3) you will need a small- 
pox vaccination certificate less. than 
three years old. 

For reservations, you may send in 
the coupon appearing on page 25 of 
this issue. Additional information 
regarding the tours may be obtained 
by writing to Pan American World 
Airways, Dept. 6, Box 2255, New 
York 17, New York, or by filling out 
the coupon found on page 25 of this 
issue. Checks for reservations should 
be made payable to “NSA CON- 
VENTION TOURS.” 

Remember—THE DEADLINE 
FOR RESERVATIONS FOR ANY 
OF THESE TOURS IS JULY 1. 
We hope you will be with us to help 
make this Dreamer’s Delight a 
reality! 
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“... EVERY MAN A DEBTOR TO HIS PROFESSION...” 


Francis Bacon 


14th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 22-25, 1959 


Americana Hotel — BAL HARBOUR, FLORIDA 


h igh lig ha fs: (See May Issue THE SECRETARY for detailed agenda) 


Convention Activities 


Wednesday, July 22 


Four special forums, arranged to be educationally stimulating: 


9:00 a.m. to 10:15 a.m. 


General semantics 


10:30 a.m. to 11:45 a.m. 
Mental health 


1:30 p.m. to 2:45 p.m. 


Supervisory work of the secretary 


2:45 p.m. to 3:00 p.m. 


Summary of the day --so far 


3:15 p.m. to 4:45 p.m. 


Parliamentary procedure 
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6:30 p.m. 
Chapter-at-Large dinner 


8:30 p.m. 


Open House, on the terrace 


Thursday, July 23 


Opening business session 
Secretary of the Year luncheon 
Certified Professional Secretary dinner 


Friday, July 24 
“At Your Service’ (Panel of International officers) 
Balloting for International officers 


Saturday, July 25 
Presentation of awards 
Installation banquet 


PLEASE TURN TO PAGE 26 FOR SPECIAL EVENTS 
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Special Events 


Tuesday, July 21 
Boat trip to Fort Lauderdale; dinner in Fort Lauderdale. 
Total cost $7.50. 


Send reservation and check to: 
NSA Convention Tours 
P.O. Box 8904, Fort Lauderdale, Fla. 


Friday, July 24 
Buffet supper and swim party. Sponsored by NSA Home 
Trust Fund. Featuring an exciting new event to be announced 
in detail. Total cost $7.00 


Sunday, July 26 


Brunch 
Make reservations upon arrival at convention site 


Wednesday through Saturday 


Outstanding exposition of products for 


BETTER LEARNING — such as books and visual aids, 


educational institutions 


BETTER LETTERS — such as carbon paper, duplicating 
gp and supplies, filing supplies, mailing equipment, 
offset equipment and supplies, photocopying equipment, sta- 
tionery supplies, typewriters and accessories 


BETTER LIVING — such as beauty aids, fashions, foods, 


hobbies, sports, interior decorating, office furniture, travel, 
vacations 


REGISTER NOW 


Membership Dues for 1959-1960 must be received at Headquarters (transmitted through your chapter treasurer) 


before your registration can be confirmed. 


Delegates and 


Your registration must be sent through your chapter, accompanied by certification on form provided 


Alternates to your chapter. Registration deadline June 15. (Cancellation must be made by July 1 to obtain 
refund of fee.) 

Division Your registration must be sent through your division, accompanied by certification on form provided 

Representatives to your 1958-59 division president. Registration deadline June 15. (Cancellation must be made 
by July 1 to obtain refund of fee.) 

Hotel Make direct with Americana Hotel, on forms provided to your chapter, at the time you send 

Reservations your registration to Headquarters. 


(Convention Registration Blank on Reverse Side ) 
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(Above) SECRETARIAL CLASS VISITS 
OFFICES OF NSA MEMBERS 


One highlight of Secretaries Week in Washington, D. C., last year 
was the placement of 40 secretarial students from Strayer College 
in the offices of members of Capital, Executive and Presidential 
Chapters in both government and private industry. . 

In addition to the Internal Revenue Service (see picture), students 
visited the Departments of Interior, Defense, and Health, Educa- 
tion and Welfare, as well as the National Labor Relations Board 
and the Coast Guard; they were guests of trade associations, law 
firms, and representatives of public companies and department 
stores. 

As a follow-up to the Career Day program, the chairman of the 
Education Committee accepted an invitation to visit the school the 
following day and hear the girls tell with enthusiasm of their ex- 
periences in the various offices. The employment supervisor of 
the school told her the Association had “done the job better than 
we could have.” 

Pictured with Deputy Commissioner of Internal Revenue O. Gordon 
Delk are (seated, left to right) Mary Tucker and Virginia Duckett, 
and (standing) Patricia Harrison, Patricia Thomas, Elodia Ama- 
tucci and Alda Herold. 


(Below) OUTSTANDING CITIZEN. Mrs. Dora Rose, a charter 
member of Camden Chapter (New Jersey) was recently chosen by 
the Camden City B’rith Sholom Lodge 41 to receive their Out- 
standing Citizen Award. The honor was conferred upon her at a 
banquet held in Log Cabin Lodge, Medford Lakes, New Jersey, and 
presented by her former employer, Congressman Charles A. 
Wolverton. Calling her his right arm, former Congressman Wol- 
verton praised Dora for her outstanding community achievements 
and her work as his secretary for 32 years, following her gradua- 
tion from Camden High School. 

At present Dora is chairman of the Women’s Division, Camden 
County Committee, State of Israel Bonds. Since the early 1920's 
she has been active in the Zionist movement, became president of 
Junior Hadassah, and later served as president of the Camden 
Chapter of Hadassah. 

In the picture, left to right, are William Boorstein, Camden City 
B’rith Sholom Lodge 41 President; Mrs. Dora Rose, and Charles 
A. Wolverton. 
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(Above) Fairways Chapter Members in Augusta, Georgia, 
contributed generously of their time to the local chapter of 
the National Tuberculosis Association in their Annual Christ- 
mas Seal Drive. They squeezed a few more working hours 
into their already demanding pre-Christmas schedules to re- 
spond to this call for help from a very worthy organization. 
Shown in the picture are, seated, left to right: Beverly Dozier, 
Dr. Gerald B. Robins, Chairman of the Drive, and Julia V. 
Clark, chapter president. Standing, left to right: Elizabeth 
Roper, Inez Green, Mary Lynn Smith, Frances Halverson, 
Marian Garbow, and Kathleen Shannon. 
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(Below) GOAL OF 110,000 LABELS. Volunteers from 
Springfield Chapter (Massachusetts) worked in groups at the 
Hampden County Tuberculosis Association’s offices prepar- 
ing for the 1958 Christmas Seal campaign under the direc- 
tion of Mrs. Josephine Thompson, chapter civic projects 
co-ordinator. Left to right are Mary Ann Gladski, Julia Wood, 
Mrs. Thompson, Josephine Luccardi and Chapter President 
Helen Clement. In addition to the group pictured above, 
twelve additional members rotated evenings to complete this 
assignment. 
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@ About 10:35 A.M. on a bright and 
clear Saturday, I limped painfully 
from the Mellon Square Garage, 
carrying a folding chair and an air- 
lines overseas bag. We were “off to 
the races” at Rolling Rock Club in 
Ligonier, Pennsylvania, for the bene- 
fit of the Crippled Children’s Home. 
Yours truly looked like one of the 
entries, since I wore an elastic sock 
on the right ankle I had wrenched 
the day before. 


Several people were already aboard 
our chartered bus, and by 11:00 we 
had our full contingent on hand and 
were ready to shove off. The driver 
seated himself, moved some levers, 
pushed some buttons—and NOTH- 
ING HAPPENED!! Nothing but a 
grinding sound from the “innards” 
of the bus, which sounded suspic- 
iously like the worn-out battery my 
brother had replaced in my car on 
Friday. After an anxious half-hour, 
the motor gave out a roar and we 
“blasted off’ at about 11:30, headed 
for Ligonier, thirty-four miles east of 
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NSA at 
ROLLING 
~J* ROCK 


by Bee Nyilas 
Pittsburgh Chapter (Pennsylvania) 





Photo courtesy of the Pittsburgh Sun-Telegraph. 


Mrs. Dee Johnson of Pittsburgh Chapter (Pennsylvania) encouraging little Diane to walk at 
the Pittsburgh Home for Crippled Children. Dee was chairman of NSA day at Rolling Rock. 


Pittsburgh. The countryside was 
idyllically beautiful, with rolling hills 
and forests, and sparkling little 
streams wending their way through 
the valleys. 

Many prominent Pittsburgh indus- 


trialists have summer and/or year- 
round homes in the area. Among 
them is Richard King Mellon, who 
is one of the leading figures in pro- 
moting this annual benefit for the 
Industrial Home for Crippled Chil- 
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dren in Pittsburgh ROLLING 
ROCK, which is located about three 
miles from Ligonier, is one of the 
most famous and beautiful race 
courses in the country. It is used 
primarily for steeplechase and hurdle 
racing and Rolling Rock maintains 
a world-famous pack of foxhounds 
for the hunt meetings. One walks 
through an apple orchard to approach 
the viewing section, and there is no 
commercialism such as attends the 
locale of most race courses. Since 
the annual races are held for such a 
worthy cause, Pittsburgh Chapter 
members are able to combine a pleas- 
urable day with a feeling of having 
done something worthwhile for un- 
fortunate children. 

As we left the bus at Rolling Rock, 
our party broke into small groups 
that scattered to try to find the best 
vantage point from which to see the 
races, or to get food and/or liquid 
refreshment of various kinds. As 
we passed through the apple orchard 
on our way to the track I was amazed 
at the sight of the beautiful, ripe 
fruit lying on the ground to be step- 
ped on or smashed by the cars pass- 
ing through. I found a very good 
spot at the rail and proceeded to 
have my lunch while waiting for the 
races to start. (My overseas bag 
held sandwiches, fruit, and coffee, 
for my sore foot would have pre- 
vented my standing in line waiting to 
be served.) 

The clothes of the women in the 
crowd caught my eye—what a 
kaleidoscope of colors! Brilliant reds, 
yellows, blues and greens, plaids, 
checks and solid colors vied with the 
usual blacks and browns worn in 
the fall. All the relaxed fashions 
(and SOME not so relaxed) were 
represented. Even the men had blos- 
somed out in red caps and really 
beautiful sports jackets of woolen 
fabrics that made me turn almost 
green with envy. Although Ligonier 
is famous for its beautiful fall scen- 
ery, the clothes far outshone the fall 
scene, for the leaves were just begin- 
ning to turn color. Here and there 
a splash of orange, yellow, or red 
gave promise of the panorama that 
would draw visitors by the thousands 
to the Ligonier Valley in another 
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week or two as Mother Nature again 
unfolded her magnificent display. 


The races began—and every one 
of my favorites led the track until 
the last lap or two, when they ended 
up in third or fourth place. Good 
thing I couldn’t get the “touts” to 
back up my choices with the “long 
green.” My WHEELING DOWNS 
luck had forsaken me 100 per cent!! 
I did hear later that one of our group 
won $1.30. The “touts” use a fold- 
ing chair as their betting window and 
have large cards on which are printed 
the names of the horses in each race 





—you “pays your money and you 
takes your choice.” There were al- 
ways crowds around them as the 
public tried to get bets placed before 
each race started. 


One of the races almost ended 
sadly. SALT spilled, and that was 
one time you couldn’t throw it over 
your shoulder for luck. SALT was 
the favorite in the second race, and 
just as he was nearing the finish 
line, he hit a hurdle and fell about 
fifteen feet away. The jockey escaped 
injury by somersaulting away from 
the falling horse, and we all waited 
breathlessly to see if SALT was 
badly hurt. Finally after about five 
minutes, and before the horse am- 


bulance arrived, he rose on his legs 
and was led off the field under his 
own power to the loud cheers of the 
crowd. 

Before the third race, the Master 
of the Hounds, wearing his scarlet 
coat, brought out the famous Rolling 
Rock fox hounds just to let us see 
them in pack formation. There must 
have been at least twenty-five dogs 
and a thrilling sight they were as 
they ran in full pack before the 
grandstands. 

Between the last two races, a con- 
vertible was driven to the judges’ 
stand carrying patients from the 
Crippled Children’s Home. Each of 
three youngsters selected the name of 
a lucky winner of the $250, $500, or 
$1000 war bonds which had been 
raffled off. I had a lump in my throat 
as the car circled the field with the 
children who smiled and waved 
gaily at the carefree throngs around 
them. Knowing that our participa- 
tion in this day would help to pro- 
vide the care they need, made it 
worthwhile — for just being limited 
in my actions by a sore ankle brought 
home what it must mean to these 
kids whose physical handicaps were 
not so short in duration. 

And so, as our day at the races 
drew to a close, we boarded our bus, 
and the various colored cut-out horse 
heads we were given to wear in the 
morning were used as the “nose 
count” for the return home. 

All went well with only the usual 
“post mortems” about the results of 
the races, and THEN—we ran afoul 
of the law! We were cited with a 
$10 fine for going through a red 
light— our poor driver had seen it 
too late for him to stop. Naturally, 
we took up a collection (there was 
a little money ieft among us even 
after the races) and garnered suf- 
ficient cash to pay the fine and have 
a little left over as a tip for the 
driver. 

We arrived back in Pittsburgh 
about 8:00 P.M., a little tired, quite 
a bit hungry, but delighted to have 
taken part in this most interesting 
“DAY AT THE RACES.” 
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Married... 


Don’t take your job t 


by Mona Scriba 


W@ Does this sound like a direct con- 
tradiction of what you’ve always 
been told? Notice I didn’t say, 
“Don’t take your job seriously.” I 
said, “Don’t take your job too 
seriously.” 


You’ve just started a new job. It’s 
in a line of business completely new 
and foreign to you. You’re eager to 
impress your new boss and prove 
how valuable you can be. You start 
taking night courses that seem re- 
lated to this new type of work. You 
study the company manual on your 
lunch hour. Your boss is pleased with 
your rapid progress. Within just a 
few weeks you find you often know 
just what he’s talking about. 


But have you lost sight of other 
things? Will he continue to respect 
you the way you want him to after 
a year or so when it slowly dawns on 
him that the only thing you’re con- 
centrating on after 5:00 p.m. is learn- 
ing about the business? How will you 
feel when sometime during a non- 
business type chat with him he men- 
tions Tom Wolfe and you don’t know 
who he’s talking about? Or if you 
have to ask what a steelhead is when 
he’s bubbling over with news of his 
vacation up north? These are iso- 
lated examples, of course, but what 
will he think after this has occurred 
a dozen or so times? Eventually 
he’ll wonder what (if any) outside 
interests you have. Will you have to 
admit meekly there’s not really very 
much you do outside of play bridge 
and cook? At the same time, you 
begin to remember rather painfully 
that he has quite a few outside in- 
terests—and all the books and maga- 
zines he reads are not necessarily 
related to his work. 
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When you marry, you want to be 
a good wife. But does being a good 
wife consist only of devoting your 
life to pleasing your husband and 
studying the art of homemaking? 
And will he respect you if that’s all 
you concentrate on? 

For their young executive training 
programs in non-technical fields, 
business and industry are drawing 
more and more heavily on the liberal 
arts graduate, rather than the busi- 
ness administration graduate. If the 
young man is going out to sell, and 
he’s having lunch with a prospective 
buyer, chances are his guest is more 
inclined to talk about a current play, 
a baseball team or a recent arehaeo- 
logical discovery than the product 
he’s thinking of buying. Won’t the 
salesman make a better impression 
on the buyer if he can talk intelli- 
gently on these subjects too? And 
doesn’t this reflect well on his com- 
pany? 

Your boss wants to be proud of 
you. And there will be times when 
he’ll have to decide whether or not 
he wants you to join him and a group 
of his associates. If he knows you'll 
be able to carry your own on a va- 
riety of conversational topics, he’ll 
be more inclined to invite you. He’ll 
be pleased too, when his friends men- 
tion to him that they saw his secre- 
tary’s picture in the paper in con- 
junction with some community ac- 
tivity. 

It is important that you continue 
to learn more about your particular 
field, of course, but you must not let 
that be your only pursuit. Speciali- 
zation is good, but only to a point. 

It might sound as though these 
non-related studies and activities are 


all work and no fun. It’s not so. 
Great Books, charity work, politics, 
amateur science, outdoor aetivities, 
college courses, having nothing to do 
with business—all can be fun as well 
as rewarding. 


ABOUT THE A 





Mona Scriba 


(Mrs. Jay Scriba) is a secretary in 
Milwaukee who just recently was 
exposed to THE SECRETARY. This 
is her reaction to the seriousness of 
purpose expressed in so many of 
our articles. 


And you'll be surprised at the im- 
provement in yourself. (Your boss 
will notice it too.) You'll be devel- 
oping a better background and a 
broader insight. You'll not only be 
a better secretary for it—you’ll be a 
happier person. 


THE SECRETARY—April, 1959 


or Single... 


@ This might be considered a sequel, 
an addendum, or what have you, to 
Mona Scriba’s article. While I agree 
completely with the theory that out- 
side interests are important, I raise a 
question as to whether it makes any 


E AUTHORS!... 





Mavis Elliott, 
of Milwaukee 


Chapter 
(Wisconsin), works in the same 
office with Mona Scriba. She wrote 
this companion piece to the article 
at left, feeling one’s approach to 
the subject might be colored by her 
status—single or married. 


member 


difference if the secretary is married 
or single. 


Of course marriage is important 
and should be taken most seriously, 
but why (will someone please ex- 
plain to me) do some of us suddenly 
develop our own little imaginary 
halo when our name is changed and 
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b too seriously? 


by Mavis Elliott 


prefixed with “Mrs.” When Mary 
Jones becomes Mary Brown has she 
changed more than her name? What 
is her intrinsic character—status quo 
or different? Has her life been sud- 
denly elevated to a higher plane? Is 
she really a better person because of 
her marriage? What about her activi- 
ties—those which were Mary Jones’, 
aren’t they now an expression of 
Mary Brown’s interests? 

Certainly to the first questions I 
would answer “no” for I can see no 
reason to believe that she is basically 
a different person. To the last ques- 
tion—“yes”; however, to a degree 
Mary’s interests will now change. 

Although Mary’s interests should 
have had a broad base to begin with, 
somewhat like having a large circle 
of acquaintances but only a few close 
friends, these may gradually change 
through her marriage for in any suc- 
cessful partnership there is a blend- 
ing and expanding of interests—a 
growth for each partner. Here Mary 
has some chance to pull ahead, as 
obviously the single person does not 
have the benefit of this close rela- 
tionship to help in her growth. 

At intervals along the way, how- 
ever, Mary Brown will be wise to 
stop and take stock for this is where 
many a married woman becomes 
sidetracked. Perhaps her interest has 
grown lopsided—overly heavy on her 
husband, his interests, and their 
home. Undoubtedly, these are im- 
portant. As a working wife, stop and 
consider: Have you become a good 
housekeeper and continued to be a 
good secretary? Do you still think 
and speak as an individual, or have 
you adopted the pronoun “we” and 
eliminated “I”? Your social activities 


are in different channels, but has that 
broadened them or narrowed them? 
It might not hurt to consider spend- 
ing an evening just “with the girls.” 
Do you shy away from membership 
or active interest in organizations 
such as NSA, which are primarily 
women’s organizations, simply he- 
cause there are no men present to 
add stimulus for you? Have you 
given up developing any new inter- 
ests which are not actively shared by 
your husband? 


Occasionally a married girl in an 
office will evidence commiseration for 
her single sisters, although she should 
remember that nine times out of ten 
she is single (for the present at least) 
out of choice, not necessity. Remem- 
ber, also, if she sometimes takes her 
job more seriously than seems neces- 
sary to you, it is her only means of 
livelihood where you may have two. 
We hope this excuse doesn’t ever 
overcome her, but try to understand 
that this job means food and cloth- 
ing to her, as well as the pleasures of 
life. 


Whether you are married or single 
—it actually makes little difference. 
Try a little painting (rank amateurs 
have a wonderful time with it), or 
dabble with music, if you haven’t 
already. Try a night school course 
in some field entirely new to you. 
Don’t let marriage and your job bog 
you down into a routine life. Your 
new experiences will not only enliven 
you, but because of your renewed, 
sincere interest in other people, you 
will gain a new respect from your 
employer, your fellow-workers, and 
your husband. Your employer will 
enjoy having you around not only 
because your conversational ability 
has improved, but because the office 
will run so smoothly with no under- 
lying currents or frictions. 


One of my favorite quotes from 
Henry Van Dyke is a “to be” sort of 
quote: “To be glad of life because it 
gives you the chance to love and to 
work and to play and to look up at 
the stars.” To follow this it makes 
no difference whether we, as secre- 
taries, are married or single — life 
will be fun. 
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DATES 
to 


\e remember 
a 


Indiana Division 
Time: April 3, 4, 5 
Place: French Lick Hotel, French 
Lick, Indiana 


Illinois Division 
Time: April 24, 25, 26 
Place: Orlando Hotel, Decatur, II. 


Nebraska-South Dakota Division 
Time: April 25, 26 
Place: Sheraton Cataract Hotel, 
Sioux Falls, South Dakota 


Wisconsin Division 
Time: May 1, 2, 3 
Place: Hotel Stoddard, La Crosse, 
Wisconsin 


Utah-Idaho Division 
Time: May 2 
Place: Owyhee Hotel, Boise, Idaho 


Oregon Division 
Time: May 8, 9, 10 
Place: Medford Hotel, Medford, 
Oregon 


Kentucky Division 
Time: May 9, 10 
Place: Owensboro, Kentucky 


Mississippi Division 
Time: May 9, 10 
Place: Vicksburg, Mississippi 


Virginia Division 
Time: May 15, 16, 17 
Place: Charlottesville, Virginia 


Georgia Division 
Time: May 15, 16, 17 
Place: Atlanta, Georgia 


Alabama Division 
Time: May 15, 16, 17 
Place: Mobile, Alabama 


Michigan Division 
Time: May 15, 16, 17 
Place: Kalamazoo, Michigan 
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Delaware-Maryland-District of 
Columbia Division 
Time: May 15, 16, 17 
Place: Southern Hotel, Baltimore, 
Maryland 


Tennessee Division 
Time: May 15, 16, 17 
Place: Mountain View Hotel, Gatlin- 
burg, Tennessee 


Canadian Division 
Time: May 15, 16, 17 
Place: Queen Elizabeth Hotel, 
Montreal, Quebec 


New Jersey Division 
Time: May 16 
Place: North Jersey Country Club, 
Wayne, New Jersey 


Iowa Division 
Time: May 16, 17 
Place: Hotel Jefferson, Iowa City, 
Iowa 


Colorado-Wyoming Division 
Time: May 22, 23 
Place: Writer’s Manor, Denver, 
Colorado 


New England Conference 
Time: May 22, 23, 24 
Place: Sheraton-Biltmore Hotel, 
Providence, Rhode Island 


Carolina Division 
Time: May 22, 23, 24 
Place: Columbia, South Carolina 


Florida Division 
Time: May 22, 23, 24 
Place: West Palm Beach, Florida 


West Virginia Division 
Time: May 22, 23, 24 
Place: Charleston, West Virginia 


Ohio Division 
Time: May 22, 23, 24 
Place: Hotel Pick Ohio, 
Youngstown, Ohio 


New York State Division 
Time: May 22, 23, 24 
Place: Hotel Utica, Utica, New York 


Washington Division 
Time: May 23, 24 
Place: Monte Cristo Hotel, Everett, 
Washington 


Pennsylvania Division 
Time: June 5, 6, 7 
Place: Penn-Alto Hotel, Altoona, Pa. 


INTERNATIONAL CONVENTION 
Time: July 22-25 
Place: Hotel Americana, 


Bal Harbour, Miami Beach, Florida 
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A very special tribute to all secretaries \ 
everywhere -—the first ladies of business— the 
girls behind the typewriters who contribute 
so much to the success of their employers 
by their loyal assistance... by producing 
letters and reports that truly reflect the 
high standards of today’s businessman. 
They’re as fine and dedicated a group of 
young ladies as you’re likely to meet. We’re 
very proud of the fact that they contribute 
so much to modern business...and of the 
fact that so very many of them do their 
work on the REemINncTON® Electric, the 
typewriter that helps them turn out such 
truly beautiful work in so little time, with 

so little effort and so pleasing to the boss. 




















@ 2 
Remington. Ftarndl manufacturers of over 17,000,000 typewriters ~~ 


DIVISION OF SPERRY RAND CORPORATION -— Serving secretaries since 1873 
315 FOURTH AVENUE, NEW YORK 10, NEW YORK 
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The emblem of The National Secretaries Association (International) is 
significant of its aims and purposes. Emblazoned across the face of the 
emblem is the classic lamp of learning, its rays lighting the world; the 
world signifying that the field is unlimited for the secretarial profession; 
and stamped boldly on this emblem are the letters B-L which stands for 
Better Learning, Better Letters and Better Living. 





